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office furniture, typewriters, file cabinets, etc., the President has directed
that all agencies conduct a criticel re-examisation of their records disposal

‘ ms with the primary objectives of retiring inactive records to Records
Ceaters and reducing to the absolute minimum the retention period for all

records.

2, Norwithsaading the continulag emphasis given to the effort to reduce
the quantity of records retained, the volume of materia] held In the Agency
'Records Center coutinues to grow. Furthermore, the number of safe-type

" cabinets requisitioned by Agency components has not appreclably decreased.
it is apparent, therefore, that & more conscleutious and energetic records dis-
posal and destruction effort must be made throughout the Agency.
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$. Existing Records Coatrol Schedules In sach Directorate will be re-
viewed Immediately with the objectives of reducing retention periods to a mini- o
L mum and, whergver possible, eliminating inactive records within the compo- B
.l pents. Realistic minimum retentioa peridds will be shown on Records Coatrol
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- Schedules for material transferred to the Agency Records Cester. ‘

¢. Tbe Records Adminlstration Officer, DD/S will provide guldance and
staff asgistance to Ageacy components in developing programs which comply
with the Intent and spirit of the President's directive. This is to be a continu-

a lngcﬂortandperiodlcpro[rouuportcmuqulrodtohlmdotothahed-
b deat. Ilndividusle respousible for the development and sdministration of Rec-

the Records Administration Officer by 16 April withi tnformation reflecting T

the results of this effort in thelr respective areas as of 31 March 1963, - o
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